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OFFICE & TW ASSISTANT SECRETARY OF DEWEMW
wM14swnW L c. awol

30 June 1972

(dninistration)
,

ADMINISTRATIVE INSTRUCTION NO. 16

SUBJECT : Executive Development Proqsm

REFERENCES: . (a) DoD Instruction 1430.5,. “Civilia,n Eh@oyee Training
Policies and Standards”, dated 28 September 1~

(b) DoD Instruction 1430.8, “Manager Training amd
Development of Civilian Employees in the Department of
Defen6e”, dated 30 October 19’/0

(c) DoD
. for

(d) FR4
for

Directive 1430.2, “Assignment of Responsibillt ies
Civilian Career programs”, dated 9 May l$l&

Letter 412-1, dated 8 October 1971, “Guidelines
Executive Development in the Federal Service”

J

1. ! (e) DoD-Wide Training I&eement for l!kchange Assignments
/ for Development of Managers for the DoD, approved(f by CSC 30 September 1971

I. IUREQSE

The p-qose of this instruction is to implement references ~ threw@.
~, - provide policies and procedures to be used in identif Ication and
select ion of potential and inc~bent executives  for executive development.

II. FQIJX?Y

An ~ecutive Manpower Resources Board
Secretary of Defense (Administration) and
from the Organization of the Joint Chiefs

chaired by the Deputy Assistant
composed of representatives
of Staff, Director of Defense

Research and Engineering, Offices of the Assistant Secretaries of Defense
and Offices of the Assistants to the Secretary of Defense has been
established. The Board will assure adherence to the policies outlined
below. Specific responsibilities of the Board and each member are con-
tained later in this instruction.

A. Assure effective long- and short-term executive development by
identifying and developing individu~s in grades (S-13.15 who demonstrate
high executive pot ent ial.
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B. Provide develo~entil experiences for executives in grades
GS-16-18 and equivalent to enable each .to develop fully consistent
with needs of his office, his own intere6t, abilities and w Illingness
to achieve his potential..

c. Prepare individual development plans for both groups by
determining training and development needs, and providing training
to meet those needs.

D. Establish r@ational and mobility assignments as part of
the overall Executive Develo~nt Pro~am.

E. Assure that management objectives for executive development
are being met through meaningful e~aluation.

F. “Allocate” sufficient r&ources for e~tablirnhi~ &d maintaining
an effective Executive Devdopnent Frogram wtthin the Office of the
Secretary of Defense.

G. Assure that equal opportunity is afforded women and minority
group employees in all executive development and training.

III. Scorn , _

This Instruction applies to all organizational entities assigned to
OSD, the Organization of the Joint Chiefs of Staff, and other activities
assigned to OSD for administrative support not covered by other Execu- . . ., ‘,
t ive Development Programs. . . I

IV. RESR3NSIBILITIES I
i

A. Heads of organizational entities are responsible for:

1. Approving selections and plans of high-potentim GS-13-15’s
and incumbent supergrades in their offtces prior to submission of the !.;,
plans to the Executive Manpower Resources Board.

2.
for courses
ment plaas.

3.
conjunction
of OSD .

4.

Nominating high-potential GS-I.3-15 employees and supergrades
and assignments which come to light as a result of develop-

Approving reassigmnents, details, or leaves of absence in
with mobility and rotational assignments within and outside

Nominating individuals for long-term-training, the Federal
&ecutive Institute, and the CIVI1 Service-Commission Executive Seminars.

5. Replacing representatives to the Executive Manpower Resources
Board, as necessary.
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B. The Executive Manpower Resources Board (I14RB) will be responsible
for:

10 Recommending pol,icy for the Executive Develowent FYogrsm.

2. Recommending selections for long-term training and the
Federal Executive Institute.

3. Recommending and monitoring all mobility assignments between
Assistant Secret~ies of Defense, the Office of the Secretary of Defense
and other gover~ent agencies, the Office of the Secretary of Defense
and private industry.

4. Reviewing training resources to provide maxtium opportunity
to 06D executives for ~~ency, inter~ency, and non-government training.

59 In conjunction with the Director of Personnel, evaluating and
reporting the effectiveness of the Executive Development program as
required by the Civil Service Commission.

c. Members of the Executive ManROW er Resources Board @4RB)
will be responsible for:

1 .“ Identifying and rec~ending mid-managers GS-13 to GS-15
with executive potential.

b: 2. Review ing development plans on mid-managers with executive
.J potential and incumbent executives.
.,_

3. In conjunction with supervisors, insuring that potential
executives receive training called for in executive de=opuent plans.

4. In conjunction with supervisors, screening nominations for
long-term training and the Federal Executive Institute for submiss ion
to the Executive Manpower Resources Board for final approval.

5. Recommending rotational assignments within their own
organization which have come to light through development plans or
other sources.

6. Evaluating and reporting the effectiveness of the Executive
Develo~ent Program in their own organization annually to the chai~
of the Executive Manpower Resources Board and the head of
each organizational entity by 15 September of each year.

,

D. Supervisors are responsible for:

1. Evaluating executive potential of their employees, GS-13
to GS- 15, by employee career appraisals, education, training, and
experience.

::,
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2. Counseling employees as to their training needs.

3. Annu~ly conducting a c-eer appraisal interview with
each employees GS- 13 and above, and developi~ a career develo~ent
plan for each, as appropriate. (Some situations such as planned
ret irement or depemture or individual career objectives would make
a cweer development plan inappropriate. )

4. Forwarding career appraisals and plans to the bo=d
member for their organization.

5. Supplying information to heads of organizational entities
concerning  future executive staffing requirements and pro j ected key
posit ion replacanent  ~ as requested.

6. Submitting nomi&tions for training thr&h heads of
organizational entities for all mid- level managers of high potential
and incumbent executives.

7 . Nominating through heads of organizational entities
exceptional employees for long- and short-term training experiences
as requested annually in December of each year.

E. Employee; at the GS-13 to GS- 15 level are responsible for:

i.

2.
supervisors

3*

4.

5.

Filing application for Executive Development program.

Discussing career appraisals and training needs with
at least annually.

Updating applications on an annual basis.

Taking advantage of opportunities for self-development.

Making themselves available for rotational assignments,
details, and othe; mobility assignments.

F. The Director of Personnel, who is also designated the
Executive Manpower Resources Officer, is responsible for:

1. Furnishing board members data and statistics on aging
of the workforce, turnover rates, and other information used to
establish executive needs.

2. Acting as Executive Director of the Executive Manpower
Resources Boaxd and reporting in this function to the Chairman.

3. Maintaining liason with the Civil Service Commission
on executive development.
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b.

5.
evaluations

6.

Maintaining records for the Executive Development Program.

Assisting with coaching and counseling, defining performance
and objectives, and preparing executive development documents

Exploring and publicizing agency, interagency, and non-
government long- and short-term training opportunities for executives -

and potential executives.

79 Coordinating and subletting to the Civil Service Commission
evaluation reports on executive development, as required.

v. PROCEDURES

- A. “General -
-.

. -

1. Procedures in this instruction will be flexible in that
organizations, depending upon their size, may acc~mplish the objectives
of the program either by using designated members of the Executive
Manpower Resources Board as the focal point or have ad hoc committees
for the sane purpose. Methods for predicting future executive needs
and ident~f icat ion of potential executives will be left up to individual
organizations, subject only to guidelines furnished herein. $@$?&

2. Lixriitations  will not be set as to numbers of potential
executives identified, although organizations should reasonably limit
these to a small percentage. .( Wobably not more than 15 to 20 per cent)

B. Establishing executive needs.

1. Heads of organizational entities in collaboration with the
Director of Personnel will by 30 July of each year ctivass their organi-
zat ions and project executive needs over a five-year period. This will .,
be done by identifying:

,,. ,,.

a.

b.
years.

G.

next five years
requirements.

2 .  The

I%sitions presently vacant.

Those in which vacancies are anticipated over next five

New executive manning
due to reorganization

Director of Personn~l,

requirements anticipated over
or additional workload or mission

ODASD (A) , OASD(Comptroller),  will
furnish to heads of organizational entities or- their committees data

::. .,

on turnover studies, retirement projections, and supergrade assignments
in order for them to identify executive needs.
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c. Identifying and developing career plans for mid-managers of
high potential.

1. ~ 30 JulY of this year and annually thereafter, Executive
Manpower Resources Board members will submit to each supervisor of GS- 13
to GS- 15 employees a three-part employee career appraisal form. Attach-
ment 1, Part I will be filled out by the employee; Part II will be com-
pleted by the supervisor; and Part 111 will be completed jointly by the
supervisor and employee through interviewing and counseling sessions.

2. One copy of the form will be retained by the supervisor
and one copy by the employee.

3. Supervisors will ident~~ and forward to the appropriate
Executive Manpower Resources Bgard member copies of the career appraisals
and plans of those GS-13’s, 14’s, and 15’s <&t are considered hating
maximum potential for higher executive responsibilities. Decisions will
be based upon the employees’ experience ~ education, and performance
appraisal.

4. Board members or committees will then rescreen these
candidates fid recommend those most suitable for mobility assignments,
on-the- job training, formalized interagency or non-government training,
and long-term training assignments.

5: Heads of organizational entities will make final selections
which will designate high-potential GS-I.3 to GS-15’s. (I&obably not more
than 15 to 20 per cent. ) They will’ assure that supervisors enact these -
development plans as outlined over the next twelve-month period.

6. A copy of the finalized training plan will be forwarded to
the Executive Manpower Management Officer (Director of Persomel) to
be incorporated into the annual report to the Civil Service Commission.

7. It will be the joint concern of the employee, the supervisor,
b“oard members, and the Director of Personnel to insure that the training
plans are carried through to the maximum extent possible consistent with
mission requirements.

8. The training and Career Development Officer will be
available throughout these procedures to offer advice and assistance
regard ing long- and short-term training opportunist ies, rotational
assignments and other developmental activities.

D. Developmental Plans for Incumbent Executives

1. By 30 July of this year and annually thereafter, the Chairman
of the Executive Manpower Resources Board will submit to the supervisors
of all executives GS- 16-18 and equivalent fomns for career development
plans, Attachment 11. It is expected that some plans may be minimal in
content and for some individuals no plan will be required: (Non-career
executives, persons expected to retire, PL’s planning to return to private
industry, etc. ) .
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2. Supervisors will discuSs career development plans with all
executives, G&16-18, under the ir supervision--both will sign the approved
plan and forward two copies to the wecutive development board member.

3. W=d members or committees  BS directed by heads of organiza-
tional entities and in conjunction with supervisors, will review these
plans and arrange for rotational assignments, details, on-the- job train- -

ing, and short-term training, as required.

4. A copy of the finalized plan will be forwarded to the
Executive Manpower Management Officer (Director of I?eraonnel) to be
incorporated into the annual report to the Civil Service Commission.

E. Lang-term training, fellowships, Federal Executive Institute

1. The Execut~ve Manpower M&agement Officer (Director of
Personnel ) will issue annually through Executive Manpower Resources
Board members a bulletin describing long-term training opportunities
for the coming school year. This bullet in will be issued in December
of each year.

2. Heads of organizational entities will submit nominations to
the Director of Personnel after care~ screening by their Executive Manpower
Resources Board member. The Director of Personnel will evaluate the nom5.na-
t$ons and make recommendations for selection to the Executive Manpower M
Resources Board.

3. The Executive Manp&er Resources Board shall meet in closed
session and evaluate all nominations for final selection for long-t erm
training and the Federal Executive Institute. Final selections will be
made by a ma~ority vote of the Board.

4. The Director of Personnel will make the necessary administra-
tive arrangements for enrolling select ees into appropriate e courses of
instruction.

F. Mobility Assignments

1. The Executive Manpower Resources Bawd in collaboration with
the Director of Personnel will arrange for mobility assignments which involve
exchanges with other government agencies, private industry (the Executive
Interchange program) and interchanges between Assistant Secretaries of
Defense or equivalent organizational elements of the Office of the Secre-
tary of Defense. ,

‘2. After development plans have been established for high-
potential candidates and incumbent executives, heads of organizational
entities will identify those which call for rotational assignments or
those whom they judge to be particularly amenable to this type of develop-
mental experience. They will bring’ these nominations @ the attention of
the Board.
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3. Heads of organizational entities will screen their organiza-
tions for possible interchange assignments, e~ended vac~cies, or
positions encumbered by persons willing and qpalified to participate in
an exchange program. They will submit these proposals to the Chairman
of the Executive Manpower Resources Bo=d.

4. When exchange assignments have been approved by a majority
vote of the Board, the Executive Manpower Man%ement officer will be
called upon to make necessary administrative arrangements by having in-
tere st ed parties complete an exchange agreement. See attachment.

5. Rotational assignments w 111 usually last from six months
to two years (Reference E). Shorter details or tasporary assignments
can be made but will not be official unless for thirty days or more.
Length of assignment will be fiutuall.y agreed-upon before the assign-
ment begins. Detailed plans for use of the employee after rotation
will also be made as a matter of written record.

6. Rotational assignments within the Offices of the Assistant
Secretaries of Defense will be approved by the Director of Personnel and
the board member or committee for the Office of the Assistant Secretary
of Defense. Copies of final written agreements and all evaluations will
be submitted in duplicate to the Recut ive Manpower Management Officer for
insert ion into employee 201 files.

G. Training Resource Utilization

1. On-the- job training and development - Since most satisfactory
results are gained through training and exposure to new challenges on the
job, this training ground will be our most important source ~f executive
development for high-potent ial and incumbent executives. Development
plans will be specific as to on-the-job developmental training or
mobility ass ignments proposed, such as details, vacation understudy
assignments, reassignments, and interchanges.

2. Each year at least four incumbent executives, GS-16-18,
will be selected for participation at the Federal Executive Institute.

3. A total of sti executives each year may be selected for
long-term training at the Industrial College of the Anued Forces, one
of the service war colleges, the Foreign Service Institute, or an OSD
fellowship at a private institution, such as Harvard University or Princeton
University (Reference A). Civilian or mobility replacements for persons
attending long-t erm training will be provided whenever possible.

4. Six to ten high-potential executives will be selected each
year for two-week Civil Service Commission Executive Seminar sessions.

5. The Office of the Secretary of Defense will participate
in the Elresident’s Personnel Interchange mgrsm with industry.
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6. Sufficient fimds will be budgeted for executives to
1 attend college- level graduate and undergraduate e night Courses, inter-

agency technical and managerial training, and job-re~ted conferences and
seminars as proposed in executive development plans.

H. l?roarem Evaluation

1. At the end of each calender year commencixlg 15 September 1972,
each board member will re-exsmine developmental plans prepared in his
organization agaihst on-the-job training, formal classroom training,
long-temn training, and mobility assignments actually carried out. This
data will be recorded, tabulated, and submitted to the Chairman of the
EKe cut ive Manpower Resources Board, along with a record of changes of
ass ignment such as promotions which show actual proof of career develop-
ment of.individuals in$he progr~c - .

2. The Executive Manpower Management Officer will be responsible
for obtaining written evaluations of training from both employees and super-
visors of employees selected for training under the Executive Development
fiogram. He will provide a documented report to the Chairman of the
Executive Manpower Resources Board on the written evaluation and positive
evidence of executive development or growth of persons completing long-
term training assignments.

VI. EFFECTIVE DATE

This instruct ion is eff ecti.ve upon publication.

D. O. Cooke
Deputy Assistant Secretary of Defense

Attachments
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IMPLOYEE CAREER APPRAEJ&-SWTION 1 - APPLICATION

NAME I GRADE, TITLE, ORGANIZATION , AGE

HIGH SCHCOL ONDERGNUXJATE GR/@UATE

EXPERDWE OVER. LAST TEN YEARS -- LIST ONLY JOBS IN WHICH DUTIES CHANGED SIGNIFICANTLY
(’R LAST THREE KX31TIONS -.

From - TO Job Title Organization

(1)

i
I(2)

i

(3)
DESCRIPTION OF DUTIES -- Three sentences ‘or less

I
I

(1)

(2)

(3)
AWRDS RECEIVED (Last Five Years j

to take a mobility assignment six ~nths to thee years elsewhere in OSD?
::B N. a In another W=n.y? yes D No D

~ . . . ;
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SECTION 3 . DEVliIi)= =
(!3s-13-15)

I
, TECHNICAL TRAINING ( Sub$ect -tter fl eld Btrictly related to $ob)

I

I

SUPERVISORY OR MANAGEKENT TRAINING

. -.

‘ COMMUNI CATIONS (Effective writing, Speedre8ding, Conference Leadership, Public Speaking

ON-THE-JOB TRAINING (Increase responsibilities, reassign workload)

lKJBILITY ASSIGNMENTS (Within office, ASD, outside of SgencY)

IONG-TERM TRAINING (Defense colleges, s~ester  Or one-yetu graduate feuowships, Feder[
EXecutive Inetitute)

.,.

I!hployee Sigmtwe Supervisor Signature
-.. ——
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CAREER D E V E L O P M E N T P L A N (GS-16-18)

i ‘w GRAM OM3AN12WWN

L—

! INSTRUCTIONS: In each of the areas listed below, Superldeor and employee should

I

#ointly identify training 8nd Qevelopnent oeeds under the appropriate
headinge. Plans should be as 8pecific as poesible shuwing dates,
course titles (if known), terms of rotational assignments,  etc. One
cop y is to be retained by the organization and two copies fozwarded to

i the Executive Manpower Resources Board manber for your organization.
l————

I A. Planned Developrient  on the Job -- What additional responsibilities or increased
exposure could be given the @ployee to increase his future executive capabilities

: and potent ial; for example, increased congressional liason, progr- budget review,

I
systems analysis cost-eff~ctiveness  Btti.i$ss etc. . . .

0

I

..-

1

B. Rotational Assignments -- Executive Interc~ange pro~em with private industry,
interchange with other agencies, details and temporary assignments within
org~zations and between ASD’s.

.

—

c. Technical Traini~ -- Short courses and seminars considered necessary for increased
performance in technical aspects of the job (ADP, systems analysis, statistics, R&D
mathematics, engineering).

I
Sp 461 Attachment &
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D. Managerial Traini
\

ng -- Managerial courses found in graduate and undergraduate ,<
business administration curricula, human relations, effective supe~i~ion and
leadership, et, . \

m -. . -.

E. Long-t em Tra Lniq and the Federal Executive Institute -- Princeton Fellowship in
Public Affairs, any of the War Colleges including “the Armed Forces Staff College
and the Indust.ri,al college of the bed Force8, the Senior Seminar in Foreign
Policy (Ior Lgn Service Instit@, and (MD fellowships to other private institution~

.

F. . Special Skills -- Public speaking, conference leadership, sensitivity traicing, etc.

. .
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OFflCE OF THE AsSl$TA~ SECRETARY OF DEFENSE
wA$?llNulONf  o. c. 20W1

CoMnmUn
(Administration)

SUBJECT : Developmental Exchange Assignment

TO:

1. YOU have been selected %0 participate- i-n the Agency’s Exchange
Assignments Program for the Development of Managers.

2. Th. ~urpo se of this exchange is to reinforce  tre~ning and develop-
ment opportunities available to you in the OSD(DOD)  civilian Career
Program applicable to your function with practical. experience.

3. Ef fp,’t ive , .VO.U will be Derforminu the duties of
Positit No. “
in the

j _(title)  -

in a trainee capacity
. The authority for effecting

J Civil Service Commission Letter dated 5
ror a period of
the exchange assignment is
September ig68. For personnel and psyroll purposes, you will continue to
occupy the official position from which you we exchanged. Also, during
the exchange ass ignment you ~e el~~ble to app~ for position vacancies
and academic training opport~ities for which you are qualified.

b. A developmental plan establishing training assignments which you will
fulf i 11 during the exchange period is enclosed. Your progress u ~
exchangee will be appraised at three-month intervals and phns fOr yOIU
further development discussed with you. The final career appraisal will
be documented and filed in your Official Personnel Folder. This documenta-
tion will serve to record the exch~e assignment as qualifying experience
in the career field consistent with the
Provisions of U. S. Civil Service Cossnission Handbook XU8, Qualification
Standards for White CoUar  msitions under the General Schedule.

5. You are to be commended for your interest in improving your capability
so that you may more effective~ contribute to the accomplishment Of the
Agency’s mission.

1 Encl
Training Plan

. /
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PERlWlU4ANCE  APPRAISAL OF WIENTIAL--SECTION 2

C A L E (1) Best ever seen or envisioned (2) Outstanding, above all others
(3) outst~d~~ amOW peers (4) Superior (5) Excellent (6) Above average
(7) Average (8) Below average

Appraisal Elements

. TECHNICAL COMPETENCE (Soundness of decisions
solutions and recommendations ~ quality of the
work produced).

. QUANTITY AND TIMELINESS (fieeting of schedules
and deadlines, accomplishing of workload in
order of priority).

1. WRITTEN COMMUNICATION (Expression of ideas in
a clear, precise, and convincing manner).

4. ORAL COMMUNICATION (Expression of ideas in a
cle~, concise, and convincing manner).

\
;

Performance (Describe) -

5. HUMAN RELATIONS (Building and maintaining
effective relationships, working harmoniously
with others, considering other viewpoints
and being willing to give assistance).

,.

. ..2

).

I
‘,, I

SUPERVISION AND ADMINISTRATION (Development
of employees, respect, loYaltY, and cooper-
ation gained , effectiveness of delegation of
authority, distribution of work. coordination
and control of diversified activities,
assuring conformance of high standards,
planning and organization; or if not a s~per-
visor, assess potential for supervision.
Specifically cover furthering of equal
employment opportunity. )
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